CHAPTER 7. VERI FI CATI ON OF ELI G BLE | MM GRATI ON STATUS

7-1. When Verification Is To Cccur. Verification of eligible inmmgration

status shall be conducted by the HA sinultaneously with verification of

ot her aspects of eligibility for assistance under a 214 covered program

(See paragraph 6-1.) The HA shall verify eligible imrigration status in
accordance the INS procedures. [812.8(a); 950.310(1)(1); 912.8(a)] described in
this Chapter.

7-2. Primary Verification. [812.8(b); 950.310(1)(2); 912.8(b)]

a. Automated verification system Prinmary verification of the
immgration status of the person is conducted by the HA through the
INS aut omat ed system Systematic Alien Verification For

Entitl ements (SAVE). The SAVE system provides the follow ng
information: Alien Registration Nunber, Verification Nunber, First
Nanme, Last Nane and | nmigration Status nessages. See Appendi x F for
specific instructions for utilization of the INS SAVE program

b. Failure of primary verification to confirmeligible inmgration
status. If the INS prinmary verification response is: "lnstitute
Secondary Verification," secondary verification nust be perforned.

7-3. Secondary Verification. [812.8(c); 950.310(1)(3); 912.8(c)]

a. Manual search of INS records. Secondary verification is a manual
search by the INS of its records in an attenpt to determ ne an

i ndividual's inmmgration status. The HA must request secondary
verification, within 10 days of receiving the results of the
primary verification if the response 15 "Institute Secondary
Verification."

b. Secondary verification initiated by HA. Secondary verification is
initiated by the HA forwardi ng photocopies (front and back) of the
original INS docunents listed in paragraph 6-4, attached to the INS
form G 845S (Docunent Verification Request) to a designated INS

office. A reproducible copy of form G 845S is be provided in

Appendi x E of the INS SAVE Program I nstructions Manual For HUD. A
listing of INS offices is contained in Appendix a of the INS SAVE
Program I nstructi ons Manual For HUD. (See Appendix F of this Quidebook.)

c.Failure of secondary verification to confirmeligible inmmgration
status. If the secondary verification does not confirmeligible
immgration status, the HA shall issue to the famly the notice
described in paragraph 8-4, which includes notification of appea
to the INS of the INS finding on imrigration status (see paragraph
8- 4d) .
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7-4. Exenption From Liability For INS Verification. The HA shall not be
liable for any action, delay, or failure of the INS in conducting the
aut omat ed or manual verification

7-5.INS SAVE Program I nstructi ons Manual For HUD. Appendix F of this
Gui debook contains the INS SAVE Program | nstructions Manual For HUD. |t
was devel oped by INS specifically for use by HUD prograns.



7-6.SAVE Primary Verification User Access Code Agreenent. On page 11, the
SAVE Program I nstructions Manual requires that the HUD- aut horized user
is required to conplete a Primary Verification User Access Code
Agreenent. A reproducible copy of this agreenment is provided as Appendi x
D of the SAVE Program | nstructions Manual. |nmedi ately upon receipt of
the user access code, the authorized HUD user shall wite his or her
access code on the agreenent where indicated (see paragraph 7-7). The
user shall review the agreenment and if he/she agrees with the terns of
the agreement shall sign and date it. The HUD-aut horized user is
required to mail this signed agreenent to the follow ng address within
10 wor ki ng days of receipt:

Lockheed Martin Information Systens
MP266 | NS- SAVE
12506 Lake Underhill Road
Ol ando, FL 32825

If the agreement is not returned to Lockheed Martin Information Systens
within ten working days, system access may be ternminated by INS. Once
the HUD user has received the user access code, he/she is ready to
access the system

7-7.User Access Code. The user access code for an HA is conposed of 7
digits: 4 letters followed by 3 nunbers. The first 2 letters have been
assi gned by I NS/ Lockheed Martin Information Systens to identify the type
of HUD user involved. For this purpose, the letters "H" have been
assigned to PIH prograns. The second set of letters is the HA's state
code. That is, CA for California, NJ for New Jersey, etc. The final 3
nunbers are the HA' s uni que 3-nunber code used for other HUD purposes.
For exanple, the user code for the Housing Authority of the City of
Brawl ey, California would be:

INS Prefix = H
State Code = CA
HA' s Code = 034

Conbi ni ng these, the user access code becomes: H CA034.

7-8. Accessing SAVE For Primary Verification. See pages 11-14 of the SAVE
Program I nstructions Manual. The follow ng infornmation provides

suppl enental instructions for touch-tone access to SAVE for primary
verification.
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a. SAVE Access Phone Nunber: 1-800-365-7620. This will connect you to
the SAVE Voice Qutput System Fromthis point, please followthe
instructions provided in the SAVE Program | nstructions Mnual .

b. SAVE Hours of Operation: 7:00 am (EST) to 11:00 pm (EST), excluding
weekends and Federal holidays.

c. SAVE Custoner Service Phone Nunber: 1-800-467-0375. Ildentify
yourself as an I NS SAVE User and explain your problemto the
custoner service representative.



d. User Access Code. User Access Codes are conprised of 4 letters
foll owed by 3 nunbers. Entry of letters on a touch-tone keypad is
acconpl i shed as foll ows:

oLetters are always preceded by an Asterisk (*).
oThe specific letter is identified by the nunber of the keypad

key that the letter is printed on foll owed by the nuneric
position on the key. For exanpl e:

A = *21

B = *22

c = *23
D = *31

E = *32

etc. ..

oOnce the last letter is entered, depress the appropriate
nuneric keys.

oConpl ete the string of keying with a Pound sign (#).
oExanpl e:

User Access Code = Hl CA034
Entry sequence = *42*43*23*21034#

7-9. Obtai ning INS Secondary Verification. See pages 15-18 of the INS SAVE
Program I nstructi ons Manual For HUD. A reproducible copy of INS Form
3B45S, Docunent verification Request, is contained in Appendix E of the
SAVE Program | nstructi ons Manual
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